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FoRM HRRM 1 .REQUEST FOR RECORDS RETENTION “THEDULE SCHEDULE
(9-1-83) : 1 . { . No- 7+ 261

« “be« Submitted’ to*the?Records Manage..gnt Division :
T | PAGE -

ol of Records s A
: Commission Hall of Records Commission RS 1.

. 1. Requesting Agency 2. Division or Bureau of Requesting Agency

*!wmmm CLERK OF THE COURT OF COMMON PLEAS -

~3, Authorization Requested {Check only one of the squares below).

A - N
Dispose of present accumulation. No Establish retention schedule for re- Microfilm aond destroy originals.
additional accumulation is antici- cords for which there is a continuing Originals if not microfilmed would be

pated. Records have ceased to have value accumulation. The records will cease to retained for the period of time indicated.

have value to warrant their retention after

to warrant retention.
the period of time indicated.

4 5.- Description of Records o 6. Recommendation

ltem Describe records accurately. Include title, form number, size of documents, * | of Hall of Records

N work or activity to which the records relate, inclusive dates, and quantity . | and Board of Public
°. (cubic or linear feet). Show recommended retention period. Works.

A

-
[ )

A

1. CORRESPONDENCE

Datens 1950 - -

Quantity:s L cuble feot SR

File Arrangements In two year accumilations and alphabaticall
w0t therein

Annnal Aocmsuhtiom 1 cubic 2oot
Disposable Amount: 1 cubie foot

Cosrespondence with individuals, private firms, various State and
‘ county Ma, etec., concernsd with the functions of. the Clerk's

—

OF RECORDS COM’*I"SION
Y
{

APPROVED

office. :
RECCMENDATION: HETAIN FOR THREE YEARS; THEN REMOVE AND RETAIN =
. PERMANENTLY RECORDS HAVING CONTINUING AUMIKISTRA-
TIVE AND LEGAL VALUE AND DESTROY ALL OTHER MATERIALL
S Al ) -0
2. | LicmNses o

Datess 1947 = -

Quantity: 91 cubdc feot

File Arrangement: Chronologleal

Annual Accwmlation: 12 cubic feet ,
Audits Monthly City Audit and State Audit
Disposable Amount: 35 cubic feet

Applications for, and stud records and carbon coples of the follow- "
ing annual licenses issued by the Clerk of Courts

7. Agency, Division or Bureau Representative

Clerk,Court of Common Pleas August 2nd, 1956
Signature Title Date

Schedule Authorized as Indicated in Col. 6 by Hall of Disposal Authorized as Indicated in Col. 6 by Board of
Public Works.

Re’Commission. . .
. . .
MM % &%, AUG 8 1854
A Date Archivist i Secretary

T 3 T———
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Commission

SCHEDULE
NO. 2061
S X

6. Recommendation

5. Description of Records
Describe records accurately. include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity

of Hal! of Records
and Board of Public
Works.

P
.

_Annual Accumilations
Disposable Amomnt: 21 cubie .feet | —

(cubic or linear feet). Show recommended retention period.
Anglers Laundry S
Beer and Wine « Liquor ) 4
Billiard Tabls Motion Picture Show =
Bowling Alley Motion Picture Machine o=
Carnival Music Box e
Chain Store ‘Plunbers and Gasfitters -
Cigaretta Restaurant or Eating Place =
Circus Show o &
Clammers Soda Water Fountain O
Clam Dealers Solid Fuel S =
Cleaning, Dyeing and Pressing Storage VWarehouse [T

) Construction Fim or Company Theatre ©

Crabber Tangexr =
Cxrab Dealer - Tradex =
Garage Trading Stamp Company

Hauker and Peddler , Vending Maching

Horse and Jeck ¥holesale Dealers in Fam

Hucksters Machinery

Hunting ; i

411 licenses are prepared in thres coples, and in all csses the

first copy goes . to the licensse and the third copy is retained -

o by the.Clerk, Secnd copies of Anglers and Hunting licenses are

_ssnt to the Department of Game and Inland Fish. Second coples of

all other licemses go to the State Comptroller or the City, dspend

ing on whether the State ar City derives revenues from the licensed

A1l licenses except Anglers and Hunting 1icenses are recorded in

the License Books.  Gross amounts received each day for licenses

are recordsd in ths Receipts and Disbursements Book, which is a

permanent financial record of the office.

RECOMMENDATIONs RETAIN FOR THREE YEARS OR UNTIL AUDITED, WHICH-

. EVER IS LATER, AND THEN DESTROY.

i R B B A A PR | TN\
3. | ASSESSMERT TICKETS IR "“"}‘\_,
BUae Dy OF YT VLOFRS

S8izes 3 x 5"

Dateas 1949 « - gt

Quantitys 30 cublc feet

File Arrangement:

SCUR_TARY

Before a license to sell goods and chattels may be issued,
cant has paid his taxes for the year preceding.

‘ !

AL
Annual and alphabetical therein A
3 cubic feet %&4 ,éw,,'e.a./\
the

Chrkmtmiwseerdﬁcateshonngthatthe(ncemappugé
Sec, 1, Art,
Annotated Code of Maryland, 1951 Edition). This certificate is




(9-1-B3)
A of Records
Commission

6 Recommendation

MABM 1A @ _ (d SCHEDULE
W IQUEST FOR RECORDS RETENTION S.HEDULE No- b 264
(Continuation Sheet) PAGE
NO. 3.:

4.

A
0.

5. Description of Records

Describe records accurately.

{cubic or linear feet).

Include title, form number, size of documents,

work or activity to which the records relate, inclusive dates, and quantity
Show recommended retention period.

of Hall of Records
and Board of Public
Works.

k.

LICENSE CARDS FIIE

Sizes 3" x 5
Dates: 1949 « =
Quantitys

for ths

2.

RECOMMENDATICHN ¢

prepared by the City Bureau of Receipts, Department of the Treas-
arer, andcozxi;a.'maant.x*leawhlchshovwnaxnaa.ndaddr-eaamfl:[eenaeeql
code data, and assassed valuation of stock and of fixtures. The

certificate is then delivered to the Clerk, who posts the fact of
payment and the assessed valuation of stock to the Street Address
Cards series of his licenss Cards Fila, After posting is accom-
plished, the Clerk has no further uss for ths Assesament Ticket,

RECOMMENDATIONs RETAIN FOR THREE YEARS AND THEN DESTROY.

70 cubic feet

File Arrengement: See below
Ammual Accumulations 10 cubde feat
Disposable Amomt: 30 cubic feet

License Cards are prepared annually in three seriss of shich the
first two concern &1l licenses except liquor licenses, and the

third concerns liquor licenses only.

1. smetaém:acm-mnocuﬂsarmgedbymtaddnaa
of licensse. Entriss show name and address of licenses, type
of license or types of licensss if the licensee has more than

ons, date of licenss, stamp ®paid® indiczting payment of taxes
and smount of stock assessment, The

year preceding,
last two entries are posted from the Aspessment Tickets, These
cards are used as a malling 1ist for the distribution of 1li-
cense applications, and as a check 10 determine if the licen-
ses has paid his taxes. Psynent of taxss is sn sssential con-
dition in obtaining a license undsr Sec. 1, Art. 56, Amnotated
Code of Maryland, 1956 Edition. ,

Name Cards -~ yollow cards arranged by names of licensees.
These cards contain the same information as ths Street Address

Card, except for the stamp indicating-tax payment and the

amount of stock assessment. They
licenss account by name when it camnot be found by address,

of the Statute governing non-record material. (Article 41, '
Section 155, Annotated Code of Maryland, 1951 Edition) - - .

3. u.qmumucm-mumdsmangedbysmet:addren

of licensese. These cards contain the same information as the
Namg Cards. Thqmmdtomilcu,tappu.caﬁma.}

None of these card series are required by law to be mginthineds”
They are used only for convenience of reference within Thy uffice

RETAIN FOR THHEE YEARS AND THEN DESTROY.

axre used only to locate a

)
e

APPROVED
HALL OF RECORDS COMMISSION

/,

SECALT aRY,

|
|
il



SMREM A ' Qd SCHEDULE
(9-1-83) @Quzsr FOR RECORDS RETENTION L _AEDULE No.: . 2641
Holl of Records (Continuation Sheet) PAGE
Commission NO. k.
5. Description of Records 6. Recommendation
of Hall of Records

- o

4.

L

Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period. Works.

and Board of Public

5. RECEIPTS
¢

ORI

6.

The following typeaofreeaiptsmmpu%dinfeceipﬁng for
noney received in the Clerk's office:

Datest 191} = =
Quantityr 16 cubde fest

File Arrangements Chronologieal
Annual Accunulation: 1 cubic foot
Disposabls Amount: 13 oubic fest .

Audit: State

1. Removal and transfers receipts: Prepared for fees
for recording in the lLicense Books and removal of
licensed businesses from one address to another, and
for recording transfers of business ownership.

2. liquor Removal and Transfers Receipts:t Same as Item I
above, except that they are used only for transfers
and removals of establisiments having liquar licenses.

3+ Certified Coples and miscellansous receipts: Used
in receipting for fees received for certified

mainly
. copies of Marriage Iicenses.

L. Advanced Costs Receipts - Used to receipt for fees paid -
whon £iling law cases.

5« Final Cost Bock - Used to receipt for fees paid when
-law cases have been completed.

A1l five receipts are on printed, pre-<mmbered forms, end are pro-

pared in duplicate. The original goes to the payor and ths copy
office. Gross amounts receipted for each day are

remains in the
recorded in the Receipts and Disbursements Book, which is a perma-
pent financial record of the Clerkts office.

RECOMMENDATION: RETAIN FOR THREE YEARS (R UNTIL AUDITED, WHICHEVER

APPROVED
HALL OF RECORDS CoMMISSION

1S LATER, AND THEN DESTROY. —
ADMINISTRATIVE ACCOURTING RECCEDS S a
Quantity: 47 cubic feet 3;
&g

Dates: 1921 « =~
Amual Accumlationy 2 cubic feet

Disposable Amownt: L1 cubic fest

»
v

-1 I_ L TARY

File Arrangement: Chronological W7‘
M

Audits -State Audit ~

This item includes the following accounting records, used as
supporting data to the final books of entry. The transactioms

R S i

L
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Commission

SCH
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.QUEST FOR RECORDS RETENTICN iEDULE NO. L 261
{Continuation Sheet) PAGE
No- . 1}

Q.
No.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate inclusive dates and quantity
{cubsic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

LY

vhich they concern are recorded in the Receipts and Disbursements
Bo&,mnapamntmamnmeoﬂd&adﬁm

- Paid invoices and bills, and receipts for office supplies
mmcomscteduﬂxtheopemtim of ths Clerk's

- office.

Banki.ngmords, M\ﬂingchaakatnba,camledchecks,
bank statements, deposit slips, and bank bocks of the

Clerk's office.

Copies of monthly and anmual reports to the State Comptrolley,
mmmmedincmnhgtheaamp&ts.

Copiesetpwmnsmdsuppmﬁngdocmtsmttotmm-
plwee'snstimnmt

Cormapmdmcewlththestatec@h'ouarandoﬂmrmta
otﬂdﬂsmgar&ngﬁacalmtmh. .

smm'amm : '

mmmmmr«mm
accounting

’
-8

*

Gmmwm?apam(nowobmleta)
mnmahmm,cammp., and Work sheets
Dally Records of licenses Sold

v&amms.
RECOMMERDATION s mmmmnsmmnAmm,mmm

APPROVED
HALL OF RECORDS COMMISSION

IS LATER, ARD THEN DESTROY.
) ARSI

Dateas 1B63-1955

Quantitys 25 cuble fest (81 volumas) s
File Arrengoment:

Amus]l Accumlation: None
Disposabla Amount: 2L cubic feet

. R EE S LY
A :'.4.’" §‘b

VWORBS

PO S

Thase docksts were used to scheduls cases for trisl in court.
Entries show plaintiff, dofendant, date of trial, result, and
trial mumber. All information contained in ths dockests is dupli-
cated in the Cases Instituted Docket, which is the permanent

dsgal recard of ths court procesdings,




y g o i Ll ~;::—~:;;:" - T - ) -““i
‘WRAM 1A SCHEDULE
4
L ene &uss*r FOR RECORDS RETENTION g‘souu No. 261
<" Hall of Records (Continuation Sheet) PAGE
Commission NO 6
. »
' 5. Descripticn of Records 6 Recommendation
Item Describe records accurately. Include title, form number, size of documents, of Hall of Records
No work or activity to which the records relote inclusive dotes and quontlty and Board of Public
) (cubic or linear feet). Show recommended retention period Works
Ths Trisl Dockets {also called Trial Calendars at times) were =
purely administrative records of only temporary use, and have no o |
legal valua. ' v |
‘ ' =z |
In 1955 the funotion of scheduling casss for trial in court was o= |
asgumed by the Central Assigmment Comnission, and as a resull the = |
Trinl Dockets ssries has been discontimued. : e |
’ ) =
RECOMMENDATIONS ~ RETAIN FOR THRER YRARS ARD THEN DESTROY. z g
< . ) ) (&
7. | JURY EOLL BOOK o ‘ a- &
. % . =< ..
Datess 1900 - - ©
Quantitys 2 cubic fest ._:c..‘
o g

8.

Amual Accinmilation: Iess than $ eubic foot -
Disposable Amounts 2 cublc feet
Audits City

The Jury Roll Book is used to record ths court attendance of
Jurors, for pay purposes. Entrics show name of juroer, attendance
record for each day, total mmber of days, and amount earned.

umugmmmwmmmnm
cags file,

RECOMMERDATION:s RETAIN FOR THREE YEARS CR UNTIL AUDITED, WHICH-
EVER IS LATER, AND THEN DESTROY.

COURT WORK SHEETS

Datess 1930 «~ - - N
Quantitys L cublc fest

Flle Arrangemant: Chronological

Ammual Accumulations 2 cubie foot

Disposable Amount:s 2% cubioc feet

This item consists of Daily Bullstins, Jury Slips, and Case Number
Sheets which are adninistrative records of temporary valus used
in organiging the work of the court and in amouncing the court's
schedule to the public, 7These records contain no information of
pmmthgﬂwlmﬁatismmhtmemm

or in the cass files. -

mmwc mmmmmnsmmmog.) o csl oo worRKS

J053THY B3Y

4

mesanrg




© wRRM 1A s i, SCHEDULE _
(9-1-83) .?_bussr FOR RECORDS RETENTION 5 __{EDULE NO. .+ 254 |
:Holl of Records (Continuation Sheet) PAGE
Commission NO. T
6. Recommendation

5. Description of Records
Include title, form number, size of documents, of Hall of Records

Describe records accurately.
work or activity to which the records relate, inclusive dates, and quantity and Board of Public
(cubic or lineéar feet). Show recommended retention period. Works. .

9. | GARD INDEX OF MARRIAGES

Sizes k» x 6"

Datest 1851 = =

Quantity: 60 cubic feet

'File Arrangemant: Alphabetical by bridegroom
Annual Accumilation: 1 cublc foot
Disposable Amount: None

This card index contains one card for each marriage licensed in
Baltimore City since 1851, Entries show addresses, ages, color, -
nativity, occupation, and status of bride and groom, and any blood
relationship, date of marriage, date return filed, name of minis-
m,andremarks. Entries are on one side only. '

Thecardsmdeﬂ@edmlyasacomnimce for the office, and
are not a legal record. The information which they contain is
permanently recorded in the Marriage Hecords of the Clerk's office,
which contailn separate indema in each volume.

| The total number of cards from 1851 through 1955 is 639,481, A1l
cards for the years 1851 throuzh 1865, numbering 22,837, have been
. culled from the main collection and are now stored in ths basenment

of the Courthouss.

RECOMSENDATIONS RETAIN PERMANENTLY. TRANSFER CARDS FOR PERIOD
1851-1865 TO THE HALL GF EECORDS. .

APPROVED
HALL OF RECORDS CoMMISSIoN

10, LICERSE BOOKS

Dates: 1890 = = :
Quantity: 130 cubic feot

File Arrangement: Chronological

Armual Accumulation: 5 cubic feet
Disposable Amount: 115 cubic feet

Indexs Alphabetical index in each volums.

A record of all Traders, Liguor, and miscellaneous licenses is kept
in the License Books, which consist of the following series:

Billiard Miscellaneous

Chain Store Moving Pictures

Cigarette Music Box

Cigarettes Machines Plumbers

Cleaning, Dyeing and Presging Removals

Construction Fim Restaurant :
Garage : Soda Fountain , ;
Laundry ) Solid Fuel

Liquor , : T
TRAY S FER
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_ HR-EM 1A ()‘ = SCHEDUI.E
., (s % QUEST FOR RECORDS RETENTION \ _{EDULE No. 261
~Hall of Records (Continuation Sheet) PAGE
Commission NO. 8.
5. Description of Records 6. Recommendation
‘-n Describe records accurately. Include title, form number, size of documents, of Hall of Records
N work or activity to which the records relate inclusive dates and quantuty and Board of Public
°. (cubic or linear feet). Show recommended retention period. Works.
=
i Entﬂsaahwdateofhmandﬁsm,addnuandm <5
; number of licensee. , =~
=
mmmmaamwwWM(m.m, w o
J1‘=? Sec, 38; Amotated Code of Maryland), but doesnot require book > ©
! repords of other types of licenses. Ths license books are not oL
usad=for and are not audited. They are not referred o &
to in the course of office busingss, and contain no information o. 8
that is not in the more accessible licenss Cards f£ils, In bdbrief, a.
wmmm@ﬁmmmmms, ‘ =
serve no ussful purpcse. . e
a—d
&Mnginthiaitmappn.astomomm. ;:i‘
A. RECGMMENDATIONs RETAIN LICENSE BOOKS CONTAINING RECGRDS OF ,
LIQUOR LICERNSES PERMANENTLY.
B. | RECCMMENDATIONs . RETAIN ALL OTHER LICENSE BOOKS FOR THREE YEARS
. AHD THEN DESTROY. )
LR HESEEE N :L‘lli ‘;'\.'

Ny




